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JOB DESCRIPTION

Job Title: Technical Services Team Assistant	

Grade: 3, Points 04 to 07
 
Hours: Permanent, 39 weeks per year, 37 hours per week, plus 5 days 	 

Responsible to: Examinations Manager

Job Purpose: 	 

To manage specific elements in relation to exams and provide support to the Technical Services Team (Technical Services Team Lead, Examinations Manager and Data Manager), respond to the needs of the team and support other areas of the school as required.  

Description of duties and responsibilities
Any description of duties shown below are examples and is not an exhaustive list. 


Provide support to the Examinations Manager as follows:

· Assist the Exams Manager with the planning and execution of internal and external exams. This includes ensuring exams are properly resourced, rooms are reserved, invigilators are assigned to exam venues, the necessary stationery is available, and exam papers are securely stored.

· Assist the Examinations Manager with processing results on Results Days in August and addressing any post-result inquiries, including the associated financial admin

· Support the Exams Manager in training, briefing, and updating Invigilators, Readers, and Scribes, while ensuring accurate records of their training are maintained.

· Assist the Exams Manager with updating the budget spreadsheet, ensuring that costs remain within the allocated budget, and promptly report any anticipated underspends or potential overspends to the Exam Manager.

·  Assist in providing modified papers for students in both internal and external exams. Collaborate with the SEN Leadership team, subject leaders, and the Reprographics team to ensure all required coloured papers are available for students during internal and external exams.


Provide support to the Technical Services Lead as follows: 

· Meet and greet of supply agency staff including verification of identity for new staff and provides confirmation of lessons to cover
· Assist with the school census data collection process by ensuring that information is accurately recorded in the system.
· Assist with the admission of new students by updating the system and collaborating with College Leaders to ensure the creation of an appropriate timetable, considering class sizes across the school. 
· Provide assistance during the timetabling process such as tagging of students into classes.
· Monitoring and tracking of student numbers for liaison with the Local Authority to reach our Planned Application Numbers.
· Make Class changes on timetables as directed by College Leaders and Heads of Department.


Provide support to the Data Manager as follows: 

Provide support to the Data Manager when needed This will include data accuracy checks and liaising with teachers where necessary. 
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